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Agency: University of Maryland
College Park

Division/Unit: School of Architecture

Item No. Description Retention

General Files
Alpha, Subject, Administrative, and Chronological
Correspondence containing internal and external, original
incoming and copies of outgoing correspondence (including
student-related correspondence), statistical reports,
accreditation reports, memoranda, minutes of meetings, and
special project files.

Human Resource Records
A. Timekeeping Records - individual sheets approved by the

supervisor which show leave taken and hours worked for if
and when, contractual, classified, associate staff, and
administrative employees.

B. Faculty Time Reports - monthly reports showing days
worked and leave taken by faculty members.

C. Student Timekeeping Records - individual records approved
by the supervisor which show hours worked by student
employees.

D. Employee Leave Balances - leave balances for faculty
members and if and when, contractual, classified, associate
staff, and administrative employees.

Screen annually and destroy that material for
which no further reference is required.
Remaining material having continuing
administrative or legal value related to the
development of the School of Architecture to
be kept in paper by the School of Architecture
for 25 years, then destroyed. Material
deemed to have historical value to be sent to
University Archives in McKeldin Library for
permanent retention.

Retain for three years and until audit
requirements are met, then destroy.

Retain individual monthly reports for five (5)
years, and until audit requirements are met,
then destroy. Retain summary records of
monthly time reports until the faculty member
leaves employment. Then d e s t r o y .

Retain for three (3) years and until audit
requirements are met. Then d e s t r o y .

Retain final leave balance for three (3) years
after termination of employment. "During the
time the employee is active, ongoing balances
must be kept for three (3) years for audit
purposes. Then d e s t r o y .

Authorized by Department Head or Designated Representative

Signature: /?MJUkV/i '%f.MtitiL. ^

Title:. VUzMi Date: H/•*'/$&

Authorized by Vice President of Administrative Affairs

Date: ^7/L7?/^^

^•nature:

Type Name:

Title:

/
Sylvia

f

a

S.

\j

<>

Stewart V|\

e

Schedule Authorized by State Archivist

SIP * 1996

Date:

Signature: &L«*J£. A»j~fi
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(CONTINUATION SHEET)

Description

Search Committee Files - refers to search committee
materials for faculty, administrators, and associate staff.
Consists of advertisements, final recommendation of the
committee (includes copy of minutes of meeting if the
minutes contain final recommendation data), voting results,
top candidate resumes (top 10 or 5 only), and all
information on appointed candidate.

Payroll Records - Journals, One Pay Certification Cards, W2
forms, and Journal Vouchers.

Purchasing Records - Internal account records (copies of
requisitions, invoices, packing slips).

Accounting Records - Honoraria payments, special payments,
financial reports, budget items including amendments, and
revolving fund requests.

Faculty Evaluations - surveys to students to evaluate teaching
of faculty members.

Course Final Exams - copy of course final exam with correct
answers included.

Departmental Meeting Minutes - policy issues, other data
relating to operation of the office which is historical.

Faculty Publications, Reprints, Articles - includes all articles,
publications, and reprints (not published in journals) of
individual faculty members of the School of Architecture.

Schedule No.: 1 8 3 0

Page 2 of 3

Retention

School of Architecture to retain material as
required in a departmental archives for 25
years, then destroy.

Retain for three (3) years and until all audit
requirements are met, then destroy. Office of
Record is Payroll Services.

Retain for five (5) years (or until end of project
if project is longer than five years) and until all
audit requirements are met, then destroy.
Office of Record for HM and LM Small
Procurement Orders is the School of
Architecture. Office of Record for remaining
material is Procurement and Supply.

Retain for three (3) years and until all audit
requirements are met, then destroy. Office of
Record is Comptroller or Budget and Fiscal
Analysis.

School of Architecture to retain for two (2)
years beyond termination of faculty member,
then discard.

School of Architecture to retain for 25 years,
then destroy.

School of Architecture to retain for 5 years,
then send to University Archives in McKeldin
Library for permanent retention.

School of Architecture to retain copy (ies) of
articles, publications, and reprints for 25 years
beyond termination of faculty member, then
destroy. If after 25 years the document is still
being requested by the general public, retain
document for an additional 25 years or until
superseded by a more up-to-date document,
then destroy.

DGS 550-1A (Rev. 10/92)
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Item No. Description Retention

11

12

Graded Coursework of Undergraduate and Graduate Students:
graded materials not returned to undergraduate and graduate
students.

Counseling and academic advising files for undergraduate or
graduate students.

If UMCP Archives are not available, material
having permanent retention will be transferred to
the Maryland State Archives in Annapolis. If
departmental archives are not available, material
having limited retention (i.e. 25 years) will be
transferred to the State Records Center in
Jessup.

Professors to retain final examinations for one
full semester after the course has ended
(excluding summer terms), then destroy.
Professors to retain other materials for 30
working days (6 weeks) after the first day of
instruction of the next semester (excluding
summer terms), then destroy.

School of Architecture to retain academic
advising and counseling files for seven (7)
years after student graduates, then destroy.

*L)ntil audit requirements are met
means 3 years for state-related
documents, 3 years for non-
monetary federal-related
documents, 3 years for monetary
federal-related documents under
$25,000, and 6 years, 3 months for
monetary federal-related
documents over $25,000.

DGS 550-1A (Rev. 10/92)



r
L

pTCTRUCTlONS: TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SEMES. FORWARD

WITH RECORDS RETENTION SCHEDULE

RMGT • 201 C7/92)

1. AGENCY
Or.iversizy of Maryland Col lage Park

UNIVERSITY OF MARYLAND

COLLEGE PARK

2. DIVISION"

Academic Affairs
_ _ c A GROUP Or REUTTD RECORDS NORMALLY FILED AND

DEFINITION - RECORD StRIES: ^ ^ — ^ ^ a s T E ^ O N ^ v p DISPOSITION PURPOSES

A. RECORD SERIES TTTLE

General Fi les
6 RECORD SERES DESCRIPTION (BRIEFLY

AGENCY R£CORDS INVENTORY

PAGE 1 QF * *

3-UNIT

School of Architecture
L3ED AS A UNIT FOR REFERENCE

5. EARLIEST Y E A R / L A T E S T YEAR

-1M5_TO _1£96.

DESCPJ3E THE TYPES OF INTORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Memos, letters of general and specific nature, statistical reports and accreditation
reports, minutes of meetings, special project files, and student related correspondence.

7. RECORD SERES FORMAT(S)

$ LETTER SIZE O MICROFILM

0 LEGAL SIZE 0 COMPUTER TAPE

• BOUND B O O K D FLOPPY DISK

0 AUDIO TAPE Q VIDEO TAPE

Q OTKZR(SPECIFY)
•

S. RECORD SERIES SEQUENCE

3S AlPHABETlCAl

Q NUMERICAL

33 CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

25
NUMBER

2 FILE DRAWER(S) .

Q MJCROFDLM(S)

D. COMPUTER TAPE(S)

D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

1
3 FILE DRAWER©

NUM3ER D M I C R O F n - M REEUS)
Q COMPUTER TAPE(S)

Q OTHER(SPECIFY)

11. FILE IS USED

3 DAILY D x̂-EEKLY • MONTHLY

12. FiLE 3ECOMES INAC7TV"E AFTER

2 5 O MONTHS(S) 3 YE-ARS(S)
NUMBER

13. CURRENT LOCATION(S) C3LDC. FLOOR. ROOM)

Building 145, Room 1298

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(I? Y 3 . SPECIFY AGENCY OR OFFICE)

D YES S NO

15. ACCESS RESTRICTIONS D YES 8 NO
0? YES. CITE U W B ) & REGULATION(S)

16. AUDIT REQUIREMENTS

0 NONE D STATE D FEDERAL Q INDEPENDENT

17. IS AN INDEX SYSTEM USED? CDF YB, EXPLAIN

BRIEFLY AND DESCRIBE ANY HARD1*ARE/SOFT* ARE)

D YES 3 NO

18. RECOMMENDED RETENTION

4
Screen annually to dispose of duplicates, and
material that has no archival value. Retain
policy and accreditation material and all others
that have legal or administrative value.

19. NAME AND TTTLE OF PREPARER

Nancv Lapanne. Assistant to Dean

20. TELEPHONE NUMBER

f301K05-631Q

21. DATE

6/27/96

RMCT • 201 C/?2)



INSTRUCTIONS: TYPE OR PRINT A

SEPARATE FORM FOR EACH NFW OR

REVISED RECORD SEMES. FORWARD

WITH RECORDS RETENTION SCHEDULE

RMGT-201 a / 9 2 )

UNIVERSITY OF MARYLAND

COLLEGE PARK

AGENCY RECORDS INVENTORY

PAGE.

1. AGENCY

Universi ty of Maryland Col lege Park

2. DIVISION'

Academic Affairs

3. UNIT

School of Architecture
_ c t r o n r c A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR RSFEXSNCE

DEHNTTTON - RECORD SERIES: ^ ^ ^ ^ J E T S N H O N AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Human Resources Records

5. EARLIEST YEAR/LATEST YEAR

_I2Z°.TO -1996.

6. RECORD SERIES DESCRIPTION C3RIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERES.)

Time sheets, Time keeping records, Search Committee f i les .

4
• 7. RECORD SERIES FORMAT(S)

3 LETTER SIZE Q MICROFILM

O LEGAL SIZE

Q BOUND BOOK

O AUDIO TAPE

Q OTHERCSPECIFY)

Q COMPUTER TAPE

0 FLOPPY DISK

Cl VTDEO.TAPE

8. RECORD SERIES SEQUENCE

8 ALPHABETICAL

Q NUMERICAL

8 CHRONOLOGICAL

Q GEOGRAPHICAL

Q OTHERCSPECIFY)

9. VOLUME

NUMBER

3 FILE DRAWERCS) ,

Q MICROFHM(S)

Q COMPUTER TAPE(S)

Q OTHERCSPECIFY)

10. ANNUAL ACCUMULATION

3 FILE DRAWERCS)

Q MICROFILM REELCS)

Q COMPUTER TAPECS)

Q OTHERCSPECIFY)

1
NUMBER

11. FTLE IS USED

Q DAILY 8 WEEKLY • MONTHLY

12. FILE BECOMES CN'ACTT/'H AFTER

5 CD MONTHS(S) B YEARS(S)
NUMBER

13. CURRENT LOCATION(S) C3LDC.. FLOOR. ROOM)

Building 145, Room 1200

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(IF rES. SPECIFY AGENCY OR OFFICE)

Q YES 8 NO

15-ACCESS RESTRICTIONS °.YES 8 NO
OF YES, CITE UWCS) & REGULATTONCS)

16. AUDIT REQUIREMENTS

Q NONE 3 STATE Q FEDERAL Q INDEPENDENT

4
17. IS AN INDEX SYSTEM USED? (IF YES. EXPLAIN

BRIEFLY AND DESCU3E ANY HARDWARE/SOFTS'ARE)

3 YES 8 NO

18. RECOMMENDED RETENTION

Retain time keeping records for 5 years;
search files for 25 years. .

19. NAME AND TITLE OF PREPARER

Nancv LaDanne, Assistant to Dean

20. TELEPHONE NUMBER

(301)405-6310

21. D A T E

6/27/96



INSTRUCTIONS: TYPE OR PRINT A

SEPARATE FORM FOR EACH N F » OR

REVISED RECORD SERIES. FORWARD

~d RECORDS RETENTION SCHEDULE

.MCT - 201 C7/92)

UNIVERSITY OF MARYLAND

COLLEGE PARK

AGENCY RECORDS INVENTORY

1. AGENCY

University of Maryland College Park

2. DIVISION

Academic Affairs

3- UNTT '

School of Architecture
A GXOU? Or REUiiD RECORDS NORMALLY HUD AND USED AS A UNTT FOR REFERENCE

DEFINITION - RECORD SERIES: ^ ^ r r j , ̂ s xjXENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TOTE

P a y r o l l Reco rds

5. EARLIEST YEAR/LATEST YEAR

—L22&TO _I££<L

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/rORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERES.)

Payroll journals, one pay and cert cards, W2 forms, journal vouchers.

7. RECORD SERES FORMAT(S)

S LETTER SIZE Q MICROFILM

LEGAL SIZE O COMPUTER TAPE

BOUND BOOK Q FLOPPY DISK

Q AUDIO TAPE Q VIDEO TAPE .

" Q OTnER(SPECIFY)

«

8. RECORD SERIES SEQUENCE

8 ALPHABETICAL

Q NUMERICAL

a CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

NUMBER

8 FILE DRAVS7ERCS) .

Q MICROFILM(S)

Q COMPUTER TAPE(S)

Q OTriZRCSPECFY)

10. ANNUAL ACCUMULATION

a FILE DRAWERCS)

Q MICROFILM RE2LCS)

Q COMPUTER TA'E(S)

S OTHER(SPECIFY)

large file

1
NUMBER

11. FILE IS USED

O DAILY WEEKLY • MONTHLY

12. HLE 3ECOMES D-ACTiVE AFTER

3 O MONTKS(S)
NUMBER

YEARS(S)

13. CURRENT LOCATION(S) C3LDC FLOOR. ROOM)

Building 145, Room 1200

14. IS RECORD SERIES DUPLICATED ELSEWKER£?
Ct? Y3S. SPECIFY AC3NCY OR OFFICH)

8 YES O NO

Payroll Services
15-ACCESS RESTRICTIONS D .YES 8 NO

(IF YES, OTE LA^(S) & REGULATION(S)
16. AUDIT REQUIREMENTS

Q NONE B STATE FEDERAL Q INDEPENDENT

17. IS AN' INDEX SYSTEM USED? Or YES. EXPLAIN
BRHH.Y AND DESCMBE AN"Y KARDVAKS/SOFTWAIZ)

¥
3YES 2 NO

18. RECOMMENDED RETENTION

Retain for 3 years for state and 6 years,
3 months for federal-relS€~ed documents over
$25,000.

19. NAME AND TITLE OF PREPARER

Nancv Larianne, Ass i s t an t to Dear.

20. TELEPHONE NUMBER

(301)405-6310

21. DATE

6/27/96



INSTRUCTIONS: TYPE OR PRINT A

SEPARATE FORM FOR EACH NT» OR

REVISED RECORD SERIES. FORWARD

^^TTr. RECORDS RETENTION SCHEDULE

^ P L M . C T - 2 0 1 C7/92)

1. AGENCY

Universi ty of Maryland Col lege Park

UNIVERSITY OF MARYIAND

COLLEGE PARX

2. DIVISION'

Academic Affairs

AGENCY RECORDS INVENTORY

PAGE . 4 OF n

3. UNTT

School of Arch i t ec tu r e
_ A CROC? OF RELATED RECORDS NORMALLY FILED AND L3ED AS A UNIT FOR REFERENCE

DEHNTTION - RECORD StJUES: ^ ^ j ^ ̂  R r r E N T . Q N ^ ^ D B ? O S T n o N PURPOSES

4. RECORD SERIES TTTLE

Purchasing Records

5. EARLIEST YEAR/LATEST YEAR

_!!80To _l99i

6. RECORD SEMES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Internal account records (copies of requisitions, invoices, packing slips).

7. RECORD SERIES FORMAT(S)

8 LETTER SIZE a MICROFILM

^ ^ LEGAL SIZE 0 COMPUTER TAPE

^ P t ) BOUND BOOK 0 FLOPPY DISK

Q AUDIO TAPE D VIDEO TAPE

Q OTKERCSPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

a NUMERICAL

•3 CHRONOLOGICAL

D GEOGRAPHICAL

Q OTHERCSPECIFY)

11. FILE ii USED

s DAILY a WEEKLY O MONTHLY

13. CURRENT LOCATION(S) C31DC. FLOOR. ROOM)

Building 145, Room 1215

15. ACCESS RESTRICTIONS • YES S NO
OF YES, CITE UW(S) & REGULATION®

17. IS AN INDEX SYSTEM USED? (IF YES, EXPLAIN
3RSH.Y AND DESCRIBE ANY HARDWARS/SOFTWARS)
2 YES • NO

^ y i l e M a k e r Pro on Macintosh. Backed up on
^ P : a p e bi-weekly. Archived on floppy d i sk .

19. NAME AND TITLE OF PREPAXER

Nancv Lapanne, A s s i s t a n t to Dean

9. VOLUME
B FILE DRAWIR(S) .

_ Q MICRO FILM (S)

NUMBER Q COMPUTER TAPE(S)

Q orriERCSPECIFY)

10. ANNUAL ACCUMULATION

0 FILE DRAWEES)

i f f i Q MICROFILM REEUS)

Q COMPUTER TA?E(S)

S OTHER(SPECIFY)

file folders

12. FILE BECOMES INACTIVE AFTER

5 G MONTHS(S) & YEARS(S)
NUMBER

]A. IS RECORD SERIES DL?UCATED ELSEWHERE?
(17 rE5, SPECIFY AGENCY OR OFHCE)

SYES • NO Procurement and Supply

16. AUDIT REQUIREMENTS

Q NONE 12 STATE Q FEDERAL Q INDEPENDENT

18. RECOMMENDED RETENTION

Retain for 5 years except where records are
required for ongoing project exceeding 5 years.

20. TELEPHONE NUMBER

(301K05 6310

21. DATE

6 / ^ 7 / 9 6



fyfSL'CnONS: TY7E OR PRINT A

St?\SATE FORM FOR LACK NEW OR

REVISED RECORD SERES. FORWARD

WTTH RECORDS RETENTION SCHEDULE

RMCT-201 C7/92)

UNTVERSrrY OF MARYIAND

COLLECH PARX

AGENCY RECORDS INVENTORY

PACE. 11

1. AGENCY

Oniversi-y of Maryland College Park

2. DIVISION

Academic Affairs

3. UNT7

School of Architecture
A CXOU? OF RELATED XECORDS NORMALLY FILED AND uSZD AS A UNIT FOR J IEF^NC

DETINmON • RECORD SERIES: ^ ^ ^ ^ RETENTION AND DEPOSITION PURPCS2

4. RECORD SERIES TITLE

Accounting Records

5. EARLIEST YEAR/ IATEST YEAR

-LML1.T0 _ L 2 9 | L

6 RECORD SESEES DESGUrTTON C3RIE7IY DESCKT3E THE TYPES Or INrORMATiON/DOCL'MiNTi/rORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEXES.)

Honoraria payments, special payments, financial reports, budget items, revolving fund
reauests.

f
7. RICORD SERES FORMAT(S)

S LETTER SIZE a MICROFILM

0 LEGAL SIZE O COMPUTER TAPE

Q BOUND BOOK O FLOPPY DISK

Q AUDIO TAPE Q VIDEO TAPE

Q OTHIRCSPECIFO

S. RECORD SERIES SEQUENCE

Q ALPHABETICAL

2 NUMERICAL

3 CHRONOLOGICAL

Q GEOGRAPHICAL

Q OTKERCSPECIFY)

9. VOLUME

.VUM3ER

3 FTLE DRAWLR(S) .

Q MICROFILMS)

Q COMPUTER TAPE(S)

Q OTHERCSPECI7Y)

10. ANNUAL ACCUMULATION

- a FOE DRAWER(S)

a MICROFILM REEUS)

Q COMPUTER TAJ>E(S)

S OTr-ER(S?ECrrY)

file folders

NUMBER

11. 7TLE IS USED

Q DAILY Q WEEKLY 2 -MONTHLY

12. FILE 3ECOME5 LN'ACTT-'-E AFTER

3 O MO.NTHS(S) 2 YEARS(S)
NUMBER

13. CURRENT LOCATION(S) C3LDC, ~LOOK ROOM)

Building 145, Room 1215

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(I? Y3. SPECIFY AGENCY OR OFHCE)

a YES • NO Comptroller or Budget & Fiscal
Analysis

15. ACCESS RESTRICTIONS O .YES 8 NO
Or YES, CITE LAW(S) & REGUIATION(S)

lo. AUDn REQUIREMENTS

Q NONE »STATE Q FEDERAL Q INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES. EXPLAIN

3RET.Y AiVD DESCR3E A>"Y KARDWARE/SOFTWAXE)

3 YES Q NO

FileMaker Pro

18. RECOMMENDED RETENTION

Retain for 3 years and until all audit
requirements are met.

19. NAME AND TTTLE OF PREPARER

Nar.cv LaDanne. A s s i s t a n t to Dean

20. TELEPHONE NUMBER

001)605-6310

21. DATE

6 / 2 7 / 9 6



TV-THUCTIONS: TYPE OR PRINT A

SEPARATE FORM FOR EACH N F » OR

KEVUED RECORD SEMES. FORWARD

n RECORDS RETENTION SCHEDULE

RMGT-201 (7/92)

UNTVERSiTY OF MARYLAND

COU-ECE PARX

AGENCY RECORDS INVENTORY

1-. AGENCY

University of Maryland. Collage Park
2. DIVISION

Academic Affairs

5. UNIT

School of Architprru-ro
r .^_T v^ r T /^ . , - , . - . „ „ c -ures A C X O L : ? 0 F R H A T 3 ^CORDS NORMALLY rtLHD AND CSID AS A UNTT FOR - L S ^ ^ c
DEHNTTION - RECORD SERIES: ^ ^ ^ ^ J C T ^ O N ^ DisposmON ?L7?CSES C

4. RECORD SERIES TTTLE

Faculty Evaluations

5. EAJUIEST Yt.\ iVUTEST YE.^X
1 9 7 0 TO _LiSi

6. RECORD SERES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INTOR.M.vnOiVDOCUMEyT3/7CRMS FOLKD
IN THE SERIES. INCLUDE THE PURPOSE OR FLECTION OF THE SEXES.)

Student evaluations of faculty members.

7. R£CORD SERES FORMAT(S)

& LETTER SIZE ° MICROFILM

LEGAL SIZE

Q BOinvD BOOK

• AUDIO TAPE

Q OTHZRCSPECIrY)

N 0 COMPLTERTAPE

Q a O P P Y DISK

Q VIDEO TAPE

3. RECORD SERIES SEQUENCE

•S ALPHABETIC^

•2 NUMERICAL

•S CHRONOLOCIC\L

• GEOGRAPHICAL

Q OTHER(SPECIFY)

9. VOLUME

10

Q FTLE DRAWERCS) .

Q MICROFILM(S)

~NUMBES~ a COMPUTER TAPECS)

a OTHERCSPECITO

Boxes

10. ANNUAL ACCUMULATION.

Q FTLE DRAWTRCS)

Q MICROFILM RE£L(S)

Q COMPUTES TAPE(S)

3 OTHER(S?ECIFY)

File Box

1
NVM3ER

11. FTLE iS USED

a DAILY a WEEKLY % MONTHLY

12. FILE BECOMES C N A C T T ^ AFTER

2 a MOINTHS(S) a YEARSCS) a f t e r
farwinafinnNX'MBER

13. CURRENT LOCATION(S) C3LDG.. FiOOK ROOM)

Building 145, Rooms 0202 and 1298

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(IF Y3 . SPECIFY AGENCY OR OFFICE)

Q YES ?! NO

15. ACCESS RESTRICTIONS ®.YES Q NO

(I? YES, CITE UW(S) & REGULVTION(S)

Faculty member can't see until grades are
submitted.

16. AUDIT REQUIREMENTS

a NONE a STATE a FEDERAL a INDEPENDENT

17. IS AN INDEX SYSTEM USED? 0? YXS, EXPLAIN
3RIZJLY AND DESCRIBE .ANY KASDWARE/SOFTWAAI)

¥
DYES a NO

18. RECOMMENDED RETENTION

Retain for 2 years beyond termination of faculty
member.

19. NAME AND TTTLE OF PREPAPJER

Nancv Lapanne, Assistant to Dean

20. TELEPHONE NUMBER

f301)A05-6310

2i. DATE

6 / 2 7 / 9 6



INSTR COTTONS: TYPE OR PRINT A

SEPARATE FORM FOR EACH NT» OR

REVISED RECORD SERIES. FORWARD

WTTH RECORDS RETENTION SCHEDULE

RMGT-201 C7/92)

UNIVERSITY OF MARYLAND

COULECE PARK

AGENCY RECORDS INVENTORY

PACE . -OF

1. AGENCY

Onivers i tv of Marviand Col l age ?ar!<

2. DIVISION

Academic Affairs

3. UNIT

School of Architecture
, A GROUP OF REUTSD RECORDS NORMALLY FILED AND 'J3SD AS A UNIT FOR R£PT=NC:

DEFINITION - RECORD SERIES: ^ W E I AS STilNTTON A*VD DISPOSITTON PL-5POS2S "

4. RECORD SERIES TITLE

Course F ina l Exams

5. EARLIEST YEAR/LATEST YEAR

HZ0_TO _ii9i

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF IN7ORMATION/DOCUMENT3/FORMS F O O D
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERES.)

Course final exams with correct answers.

' 7. RECORD SERIES FORMAT(S)

S LETTER SIZE a MICROFILM

^ 0 Q LEGAL SIZE O COMPUTER TAPE

Q BOUND BOOK 3 FLOPPY DISK

• AUDIO TAPE U VIDEO TAPE

0 OTriERCSPECIFY)

11. BLEIS USED

Q DAILY Q ^WEEKLY 9 MONTr

13. CURRENT LOCATiONCS) C3LDC. FLOOR, ROOM)

Building 145, Room 1298

8. RECORD SERIES SEQUENCE

S ALP HABETICAL

Q NUMERICAL

•S CHRONOLOGICAL

Q GEOGRAPHICAL

Q OTHER(SPECIFY)

LY

15. ACCESS RESTRICTIONS O.YES 91 NO
(IF YES, CITE LAW(S) & REGULATION(S)

17. IS AN INDEX SYSTEM USED? OF YES. EXPLAIN

3RHH.Y AND DESCSI3E ANY HARDWARE/SOFP»AX£)

3 YES » NO

19. NA.̂ E AND TITLE OF PREPARER

Nancv Lapanne, Assistant to Dean

20. TELEPHONE NL

(301)405-63

9. VOLUME

4
NUMBER

10. ANNUALS

1 /?
NUMBER

12. FILE 3ECOMES LNACTP'T AFTER

? S O MONTHSCS)
NUMBER

a
a
u
a

FILE DRAWER(S) .

MICROFILM®

COMPUTER TAPE(S)

OrriER(SPECIrY)

ACCUMULATION

SB FILE DRAWER(S)

O MICROFILM REEL(S)

a
a

a

COMPUTER TA?E(S)

OTHERCSPECIFY)

YEARS(S)

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(I? YSS, SPECET AGENCY OR OFHC3

a YES 91 NO

16. AUDIT REQUIREMENTS

® NONE Q STATE Q FEDERAL

18. RECOMMENDED RETENTION

Destroy after 25 years.

•MBER

LO

21. DATE

6/27/96

0 INDEPENDENT



^•rr?.cc~!ONS: T Y ? E O R PRINT A

SE?A-Vul FORM FOR EACH NEW OR

REVISED RECORD SERES. FORWAJID

> «TT-: RECORDS RETENTION SCHEDULE

'S.MGT-201 a /92)

UNTVESSrrY OF M A S Y I A M )

COLLEGE ?.\2X

AGENCY RECORDS INVENTORY

I. AGENCY
Oniversi-y of Maryland Co l l ege P a r *

2. DIVISION

Academic Affairs

3. UNTT

School of Architecture
A GXOU? OF R£UTED .UCORDS NORMALLY HL£D A.VD 3 H 3 AS A UNIT FOR 3£T3=NCZ

DEHKTTTON - RECORD SE3IES-. ^ - ^ ^ x r r s ^ T : O N ^ DEPOSITION PURPOSES

4. RICORD SERES TTTUE

Departmental Meeting Minutes

5. EASIEST Y^AJVIATEST YZAR

112n_To _ii9i
6 3£CORD SESHS DEiOUTTION OREH-Y DE5CRI3E THE TY?ES OF [ N F O R M . ^ O N / D O C L ' M Z N T J / T O R M S FOtJND

[N T r E SE5XES. INCLUDE THE PUTIPOSE OR r ^ C T I O N OF THZ 5ESHS.)

Minutes of monthly faculty meetings and other committee meetings in which policy issues are
addressed.

t
7. RECORD SERES FORMAT®

3 LITTER SIZE a MICROFILM

O L£GA1SI22 O COMPUTER T A ? E

O 3OCN-D BOOK O aOPPY DISK

0 ALTJIO TA?E Q VTOEO TAPE

G OTH£R(S?ECI5Y)

8. RECORD SER-fEi SEQUENCE

a Aj_?HA3rncAL

Q NVMERICAi

S CHRONOLOGICAL

Q GEOGRAPHICAL

Q OTHER(5?ECIFO

5. VOLUME

1

S FILE DRA^ER(S) .

Q MICRO FHM(S)

:VUM3Eil ° COMPLTER TAPE(5)

Q OTHISCSPECIrY)

10. A.N>'UAi ACCUMULATION

Q FILE DRAWtR(S)

Q MICROFILM REEKS)

Q COMPUTER TA?E(S)

S OTHE?.(S?ECi7Y)

file

1
NUM3EX

11. FILE IS USED

G DAJIY Q WEEKLY 3 MONTHLY

12. P.LE BECOMES ^

S
NUMBER

O MONTHS(S) S YE.->.?3(5)

13. CL^RENT LOCATION^) C3LDC, rLOOR. XOOM)

Building 145, Room 1298

14. IS RECORD SERJES DL7UCATED ELSEWHERE?
a? rrs. SPECTTC ACD^CT OR OFTTCH)

0 YES $ NO

15. ACCESS RESTRICTIONS O YES S NO
G? YES, CrtE LAW(S) &. RECULATIONCS)

16. AUDIT REQUIREMENTS

?3 NONE Q STATE Q FEDEBAL Q INDEPENDENT

17. IS AM INDEX SYSTEM USED? 0? TES. EX?LAiN
31TEH.Y AND DESGU3E ANY KA.:ID'='AJIE/SOFT«'A.\£)

18. RECOMMENDED RETENTION

i
DYES S NO Retain for 5 y e a r s , then send to Univers i ty

Archives .

19. SAME AND TITLE OF PREPARES

Nancy Lapanne, A s s i s t a n t to Dean
•IVJ i • t » i w , , _ ,

20. TELEPHONt NUMBER

O01H05-6310

21. D A T E

A / 7 7 / 9 6



[\r?.'jcnoNS: TYPE OR PRT-T A

SEPARATE FOR-M FOR EACH V F » OR

REVISED RECORD SERIES, FORWARD

MRN>: RECORDS RETENTION SCHEDULE

RMCT-201 (7/92)

UNIVERSITY OF MARYLAND

COLLEGE PARX

AGENCY RECORDS INVENTORY

PAGE 9 _ O F 11

1. AGENCY

Oniversizy of Maryland College Park
2. DIVISION

Academic Affa i r s

3. UNIT "

School of Arch i t ec tu r e
A GXOL? OF RELATED iHCORDS NORMALLY HLTD AND USED AS A UNIT FOR RZFSRENCZ

DETTMTION • RECORD SERIES: ^ ^ ^ ^ x r r s m O N A4VD DEPOSTTION PURPOSES

4. RECORD SERES TITLE

Faculty Member P u b l i c a t i o n s

5. EARLIEST YEAR/LATEST YEAR

J^ZO-ToJUi

6 RECORD SERIES DESCRIPTION CBRXE~LY DESCRIBE THE TYPES OF IN7ORM.VnON/roCUME.N~/7ORMS FOUND
[N TrE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Articles, publications of individual faculty members in the department, other than
those published in journals.

4
• 7. RECORD SEREES FORMAT(S)

S LETTER SIZE ° MICROFILM

0 LEGAlSIZE

£• 3OUND BOOK

Q AUDIO TAJE

Q OTKtSCSPECffY)

Q COMPUTER TAPE

0 FLOPPY DISK

O VTDEO TAPE

S. RECORD SERIES SEQUENCE

® ALPHASETiCJ.

a NUMERICAL

G CHRONOLOGICAL

Q GEOGRAPHICAL

O OTHERCSPECIPO

9. VOLUME

NL--M3ES

Q FILE DRA^yiRCS) .

Q MICROFILM(S)

Q COMPUTER TAPECS)

» OTHER(S?ECUY)

Display Cases

_1
NUM3ER

10. ANNUAL ACCUMULATION

Q FILE DRAWERCS)

Q MICROFILM REZUS)

Q COMPUTER TAPE(S)

5 OTHXR(SPECITY)

book or article

11. FTLE iS USED

0 D.-JLY Q WEEKLY 3 MONTHLY

12. ~LZ BECOMES ^ A C T T - 1 AFTER

2 5 Q MONTHSCS) 2 YE.ARS(S)
N"L:M3ER

13. CURRENT LOCATION(S) CSLDG.. FLOOR. XOOf«0

Building 145, Room 1298

14. IS RECORD SERIES DUPLICATED ELSE?»KER£?

(I? YTS, SPEC^Y ACH>'CV OR OFTICE)

O YZS 9 NO

15. ACCESS RESTRICTIONS O YES SI NO
(F YES, CITE LAW(S) &. REGULATION(S)

16. AUDIT REQUIREMENTS

S NONE Q STATE Q FEDERAL Q INDEPENDENT

17. IS AN INDEX SYSTEM USED? 0? YES. EXPLAIN

SRITFI.Y .̂ ND DE3C7I3E A>"Y HARDWAXI/SOFT^AXZ)

3 YES S NO

•

18. RECOMMENDED RmNTTON

Retain for 25 yea r s beyond t e rmina t i on of
facu l ty member.

19. NAME AND TTTLE OF PRZPARER

Nancv Lapanne, A s s i s t a n t to Dean

20. TELEPHONE NUMBER

(301)405-6310

21. DATE

6 / 2 7 / 9 6



iN.rrai'cno.vs: TYPE OR PRI> I A

SEPARATE FORM FOR EACH VEW OR

REVVED RECORD SERIES. FORWARD

wrr-: RECORDS RETENTION SCHEDULE

RMGT-201 C7/92)

1. AGENCY
S r - v e r s i - v of Maryland Col lege Park

UNTVE?.sn"Y OF MARYLAND

COLLEGE PARX

2. DIVISION

Academic Affairs

AGENCY RECORDS INVENTORY

3 , • - 1 0 1 1

?AGE OF

u>"" School of
Architecture

A CROC? Or RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE
DEFINITION - RECORD ScRES: ^ , r E i ̂  J £ T E > n T C N ^ ^ D l s ? c s r n 0 N ?LTX?OSS

•i. RECORD SERIES TITLE

Graded Coursework for students
5. EARLIEST YEAR/LATEST YEAR

1 99̂  TO_m6

6. RECORD SERIES DESCRIPTION (3RIEH.Y DESCR13E THE TYPES Or INTORMA•^0^7DOCLr^^E^"^S/?0RMS FOL'NTI
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION Or THE SERES.)

Graded coursework not returned to student (undergraduate and graduate) such as final
exams and final design projects.

7. RECORD SERES FORMAT(S)

'3 MICROFILM

O COMPUTER TAPE

Q FLOPPY DISK

O VIDEO TAPEf
•2 LETTER SIZE

3 LEGAL SIZE

Q SOUND BOOK

Q AUDIO TAPE

3 OTHESCSPECITY) drawings and
models

3. RECORD SERIES SEQUENCE

£ ALPHABETICAL

S NUMERICAL

O CHRONOLOGICAL

Q GEOGRAPHICAL

Q OTHERCSPECIFY)

9. VOLUME

1/7
NUMBER

3 FILE DRAWcRCS) .

a MICROFILM(S)

a COMPUTER TAPECS)

Q OTKESC5PECIFY)

shelving

10. A.VNUAL ACCUMULATION

CJ FILE DRA'VERCS)

Q MICROFILM R££L(S)

Q COMPUTES TAPECS)

Q OTHER(S?EC~iO

chpiuino

1/7
NUMBER

11. FILE IS USED

0 DAILY JX WEEKLY O MONTHLY

!2. ":L£ BECOMES LNACTTV'E AFTER

18 Q MONTHS(S) a VEARS(S) weeks
NUMBER

13. CURRENT LOCATION(S) C3LDG, FLOOR. ROOM)

145, individual faculty offices

14. LS RECORD SERIES DUPLICATED ELSEWHERE?
C" ril 'iPi-Z'.Tf ACZSC? OR OF71CD
H VEi 53 NO

15- ACCESS RESTRICTIONS Q YZS 2f NO
CEr YES, CITE LAW(S) & REGULATION(S)

16. AUDIT REQUIREMENTS

X S NONE G STATE 3 FEDERAL d INDEPENDENT

17. IS AN INDEX SYSTEM USED? 0? Y 3 , EXPLAIN
3REH.Y AND DESCRIBE AN"Y RARDWARE/SOFTWAili)

2 YES C?NO

f
IS. RECOMMENDED RETENTION

Professors retain final examinations for one
full semester after the course has ended, then
destroy. Professors to retain other materials
for six weeks after the first day of instructioi
of the next semester (excluding summer terms)

19. NAME AND TITLE OF PREPARER

Nancy Lapanne, Asst to Dean

:0. TELEPHONE NUMBER

X56310

21. DATE

7/11/96

SMGT - :01 (7/92)



INSTRUCTIONS: TYPE OR PRINT A

SEPARATE FORM FOR EACH N F ^ OR

REVISED RECORD SERIES. FORWARD

^ ^ S T T H RECORDS RETENTION iCHZDL'LE

^ ^ . M C T - 201 C7/92)

1. AGENCY

University of Maryland College Par*

UNIVERSITY OF MARYLAND

COLLEGE PARK

2. DTvTSiON

Academic Affairs

AGENCY RECORDS INVENTORY

PAGEJi__OF U

3. UNIT School of
Architecture

„ _ „ „ . , A CSOL? OF S£UTID 1HCORDS NORMALLY FILED AND uSSD AS A UNIT FOX R£?HS£NCT
DEFINITION - RECORD icJUES: ^ l y H : _ ̂  X £ T 3 s - n O N ^ D[S?osrnoN ?UTL=OSS

4. RECORD SERIES TITLE

Counseling and advising files for students

5. EARLIEST YEAR/LVTEST YEAR

1980 1996

5. RECORD SERIES DESCRIPTION (BRIEFLY DESCRJ3E THE TYPES OF UNTORMATION/DOCUMENTS/rORMS FOUND
IN THE SERIES. INCLUDE rriE PURPOSE OR FUNCTION OF THE SERIES.)

Admissions, counseling and academic advising files for undergraduate and graduate
students.

7. RECORD SERES FORMAT(S)

X1 LETTER SIZE a MICROFILM

^ ^ 3 LEGAL SIZE 3 COMPUTER TAPE

^ P b BOUND BOOK G FLOPPY DISK

O AUDIO TAPE a VTDEO TAPE

O OTHER(S?ECIFY)

3. RECORD SERIES SEQUENCE

iff .\&H.\3ETIC.KL

G NUMERICAL

Q CHRONOLOGICAL

Q GEOGRAPHICAL

Q OTHER(S?EC!FY)

11. FILE IS USED

Qt DAILY Q WEEKLY Q MONTHLY

13. CURRENT LOC\TION"(S) C3LDG.. FXJOK ROOK)

Building 145, Room 1298

15. ACCESS RESTRICTIONS QcYES Q NO
(IF YES. CITE LAW(S) &. REGULATIONS)

Student Privacy Rights

17. IS AN INDEX SYSTEM USED? (IF YES. EXPLAIN
3RXEFLY AND DESCRIBE ANY fiAADWAXZ/SOFTWASa

0 YES 3 NO
Students a re t racked through Univers i ty

^fcpystems.

r
19. NAME AND TTTLE OF PREPARES

Nancy Lapanne, Asst. to Dean

9. VOLUME
X3 FILE DRAWEES) .

„ , G MJCROFILM(S)

NUMBER a COMPOinR iAPE(S)

G OTKER(SPECIFY)

10. .ANNUAL ACCUMULATION

4 & FILE DRAWERCS)

NUMBER ° M I C * O F n - M ^ ^ ^
Q COMPUTER TA?E(S)

Q OTKER(S?ECIFY)

•2. F:L£ 3ECOMES I N A C T T ^ AFTER
7 G MONTHS(S) X] YE.»RS(S)

NUM3E3

14. IS R£CORD SERIES DUPLICATED ELSEWHERE?
C" m 5?SC:?Y AGENCY OR OFHC3
3 V£i 3d NO

16. ALTIIT REQUIREMENTS

XG NONE G STATE G FEDERAL Q INDEPENDENT

18. RECOMMENDED RETENTiON

Retain files seven: years after student graduates
then destroy. .

20. TELEPHONE NUMBER

x56310 7
n. DATE

/11/96

?.MGT - 201 (7/92)


